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Senior Staffing positions at a commercial radio station
	Contractual Variation 
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Request Form

Change to Commercial Radio Contract: -

Ownership & Control and/or Staff Change
All parties (“Contractors”) who hold a Sound Broadcasting Contract (“Contract”) with the Broadcasting Authority of Ireland (“the BAI”) are obliged to operate in accordance with the requirements of its Contract as agreed and signed with the BAI.  Accordingly, the holder of a Contract is obliged to consult with the BAI prior to making any amendments to the Contract.

In this regard, the Contractor is obliged to make a submission to the BAI for its consideration and decision, detailing the proposed change/s including any impact the change/s has/have on the Contract.  

This form has been drafted to assist Contractors in making a submission for a contractual variation to Schedule Two of its Contract; Ownership & Control and Management.  Please note, in order for the BAI to respond in full, and in a timely manner, the Contractor should ensure that all the required information and documentation are delivered.  Further, the Contractor should ensure that a request is supported by evidential material where appropriate such as signed audited financial accounts, curriculum vitas for the relevant staff and the level of the quality of service and so forth.
The BAI has also drafted a Guide to Submitting a Request for a Contractual Variation which is available on its website at www.bai.ie, or on request from its offices.  Please note, in order to complete a request for a contractual change to the ownership and control section of a sound broadcasting contract, you should be familiar with the BAI’s Ownership & Control Policy (May 2012) (“the Policy”).  If not, you must read it prior to completing the request, as the criteria that will be used to assess the request are detailed in the Policy.
This form is not intended to be exhaustive and there may be matters for which this form is not appropriate.  In this regard, ensure that any submission made, whether using this form or by letter, is detailed and the relevant documentation is attached.

For contractual variations to programming matters, including the Programme Policy Statement and the Programme Schedule, you should complete the change request form Change to Commercial Radio Contract: Programme Policy Statement &/or Programme Schedule or Studio Location.
The BAI aims to process contractual variation requests as soon as is practical following receipt of a completed application form and endeavours to do so within a 60 day period.  Please note, that some contractual variation requests must be considered by the Authority. 

The Executive of the BAI are available to assist you in making a submission.  If you require assistance, please call 644 1200 or e-mail info@bai.ie
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1. Requester details

	Date of request:
	

	Station Name:
	

	Contact Name:
	

	Contact Person’s Email Address:
	


2. Summary details of requested change(s)

Please set out a summary of the proposed change(s) in the relevant section:
	Shareholding Structure

Complete this section if you are requesting a change to this part of the station’s structure

Please submit information on the new shareholding structure in section 3 below


	Existing Shareholding % Structure

	
	Proposed new Shareholding % Structure


	Board of Directors
Complete this section if you are requesting a change to this part of the station’s structure
Please submit information on the experience and expertise of the proposed new Members in section 4 below

	Existing Members of Board:

	
	Names of retiree/s and proposed new Member/s:


	Senior Management
Complete this section if you are requesting a change to this part of the station’s structure (i.e. CEO, Programme Director, Financial Controller and Compliance Officer)
Please submit the relevant documentation (a CV for the proposed new employee and a staff list).  Also, please submit information on the experience and expertise of the proposed new Senior Staff Member in section 5 below
	Position/s to be filled:


	
	Name/s of previous employee/s and proposed new employee/s name/s:


	Staffing Levels

Complete this section if you are requesting a change to the staffing levels at the station.

Please submit the relevant documentation (a CV for a proposed new employee and a staff list) and complete section 6 below
	Position/s to be filled / vacated:



	
	Name/s of previous employee/s and proposed new employee/s name/s:


	Sharing of Non-programme Functions

Complete this section if you are requesting to share non-programme functions such as administration and finance. 

Please submit the relevant documentation (such as staff lists clearly identifying the changes) and complete the section 7 below
	Current structure:



	
	Proposed new structure:




3. Shareholding Structure

If a change to the shareholding structure is proposed please complete this section:

	Please submit information on the proposed new shareholders, including details of the share purchase price (incl. premium if applicable), of any share purchase agreement/s and any holdings they have in any other broadcast and communications media.  Please also ensure that you include confirmation that the proposal is in adherence with any share purchase agreements in existence and demonstrate same. 

	

	Please set out the proposed change/s to the shareholding structure in the context of the BAI’s Ownership and Control Policy (May 2012) and in particular, how the changes meet with the requirements of this policy.  In particular, please have regard to Section 2 Policy Provisions and the requirements of undue number of broadcast media and an undue amount of communications media.

	

	Please ensure that you attach the relevant draft contractual documentation with your submission such as the Secretary Certificate and/or Shareholder’s Agreement if relevant.  A request cannot be processed without this amended draft documentation.  Proposed changes should be highlighted.  If you are not enclosing such draft documentation with the request, you must set out clearly the reasons and also, state the date you will submit such documentation to the BAI.

	


	Please provide any additional information and/or evidence in support of the request, including the rationale for same.

	


4. Board of Directors
If a change to the membership of the Board is proposed please complete this section: 
	Please submit information on the experience and expertise of the proposed new Member/s.

	

	Please set out the proposed change/s to the Board of Directors in the context of the BAI’s Ownership and Control Policy (May 2012) and in particular, how the changes meet with the requirements of this policy.  In particular, please have regard to Section 2 Policy Provisions.

	

	Please ensure that you attach the relevant draft contractual documentation with your submission such as the 3.1.1 Secretary Certificate and/or 3.1.3 Shareholder’s Agreement if relevant.  A request cannot be processed without this amended draft documentation.  Proposed changes should be highlighted.  If you are not enclosing such draft documentation with the request, you must set out clearly the reasons and also, state the date you will submit such documentation to the BAI.

	


	Please provide any additional information and/or evidence in support of the request.

	


5. Senior Staff position
If a change to a Senior Staff position is proposed please complete this section: 
	Please submit information on the experience and expertise of the proposed new Senior Staff Member and attach a CV with the submission.

	

	Please set out the proposed change/s to Senior Management in the context of the BAI’s Ownership and Control Policy (May 2012) and in particular, how the changes meet with the requirements of this policy.  In particular, please have regard to Section 2 Policy Provisions.

	

	Please ensure that you attach the relevant draft contractual documentation with your submission; amended Station Management list.  A request cannot be processed without this amended draft documentation.  Proposed changes should be highlighted.  If you are not enclosing such draft documentation with the request, you must set out clearly the reasons and also, state the date you will submit such documentation to the BAI

	


	Please provide any additional information and/or evidence in support of the request.

	


6. Staffing levels / Re-structuring
If a change to staffing levels is proposed please complete this section (i.e. CEO, Programme Director, Financial Controller and Compliance Officer): 
	Please submit details of the changes, including a comparison of the current staff levels with the proposed staff levels and attach the current staff list in diagrammatic form and also, the proposed staff list.

	

	Please submit details, including the rationale, on the measures the station will implement to ensure that the proposed changes will not impact negatively on the quality of the Contractor’s broadcasting service and/or on the fulfilment of its Programme Policy Statement.  Please note if the staff change is in programming, ensure you submit how the programme role to be vacated will be covered, the hours and the implications for the remaining programming team.

	


	Please provide any additional information and/or evidence in support of the request.

	


7. Sharing of Non-programming Function(s)

If you are seeking to share non-programme functions with another service provider, or to change existing sharing arrangements, please complete this section (applicable to FM radio services only):

	Please submit details of the changes, including a comparison of the current staff levels with the proposed staff levels and attach the current staff list in diagrammatic form and also, the proposed staff list for the services impacted by the proposal.

	

	Please set out the rationale for the sharing of the non-programming functions and include any supporting evidence at the Appendix of this form.

	

	Under the BAI’s Broadcasting Services Strategy requests for the sharing of non-programme functions by FM radio services such as finance, engineering and administration will be considered with regard to two main factors:

1. The impact on the delivery of the core programme service;

	Please submit details on what you believe the impact to be of the proposed changes and any supporting evidence:



	2. The impact on the nature of the proposed service;

	Please submit details on what you believe the impact to be of the proposed changes and any supporting evidence:




	Please provide any additional information and/or evidence in support of the request.
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